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I. FORMS TO BE USED AND DEFINITIONS Of TERMS 


Under the procedure to be followed in connection with the preparation 
of administrative expense statements, the following official forms 
shall be used: 


1. ACP-8 — Public: Voucher for Payments to Agricultural Conservation 
Associations or Committees ‘of Producers. This form will be re- 
ferred to Sloags as ACP-8 or the "Voucher." 


2. ACP-8a = Public veneer 7 for Payments to Agricultural Conservation 
Associations or Committees of Producers (Memorandum Copy). 


3. ACP-9 - Statement of Administrative Expenses. 
4. ACP-10 - Statement of Administrative Expenses (Continuation Sheet). 


Oo» ACP~11 - Receipt Schedule. 


6. <ACP-12 - Individual Receipt. 


7?» ACP-15 - Bond of Treasurer of County Agricultural Conservation 
Association. 


8." ACP-19' - Bude’. 


9. ACP-21 - Monthly Certificate of Expenses for Personal Services 
and Travel. 


10. ACP-37 - Schedule of Exceptions. 


Definitions - Ag used herein, the following terms shall have rthe 
following meanings. 


1. Reclaim - A reclaim means a claim covering part or all of an item 
of expense which was previously submitted and disallowed in whole 
or in part. 


Zs ee Claim - A supplemental claim means a claim for per- 
sonal services or travel incurred during a previous month, but 
which for some reason was omitted from the expense statement for 
the month during which such expense was incurred. No claim cover- 
‘ing miscellaneous expenses shall ‘be regarded as a supplemental claim. 
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Il. GENERAL PROCEDURE FOR Chal MING ay a ASSOCIATION EXPENSES. 


a 


On the Jast day of pe eee Hedinaine with March 1937 or not later 
than the fifth of the following month, each person who has performed 
personal services or has‘traveled for the association shall file with 
the association secretary a signed copy of ACP-2l1. Use ACP-21 together 
with invoices and receipts for miscellaneous items as a basis for 
preparation of ACP-9 and ACP-10. After all expenses have been listed on 
ACP-9 and ACP-10, prepare ACP-8. When completed and properly certified, 
ACP-8, ACP-9, and ACP-10 together with supporting documents shall be 
forwarded to the State office. Payment will be made. on the basis of! 
actual. expenses as itemfzed and approved on ACP-9 and ACP-10. Upon re= 
ceipt of the forms in the State office, they will be: examined and if 
found satisfactory will be certified for payment and forwarded to the 
Regional Disbursing Office. If any errors are found in the forms, a 
letter of exception (ACP-37) will be prepared. A copy of ACP-8, ACP-9, 
and ACP-10 as approved by the State Committee, together with ACP-37, if 
such a form was required, will be forwarded to the county office. Use 
the copies of ACP-9 and ACP-10 which were returned by the State office 
as a basis.for the preparation of ACP-11l. If any items thereon were 
corrected in red ink, the corrected items shall be shown’on ACP-ll. A 
United States treasury check will bé mailed from the Regional Disbursing 
Office directly to the bonded treasurer who will disburse the funds to 
the persons and in the amounts shown on the approved copies of ACP-9 
and ACP-10 and who will obtain receipts therefor by having the payees 
sign ACP-11 or ACP-12. Signed receipts will be transmitted to the 
State office with voucher form, ACP-8, for the succeeding month. 


III. PREPARATION AND TRANSMITTAL OF a 
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Forms ACP-15.--Bond ot Treasurer of County agricultural Conservation 
Association. 


1. The treasurer of each association is required to furnish a bond in 
accordance with the provisions of NCR.Misc...No. 1-37, issued March 
24, 1937. No voucher for association expenses will be approved for 
payment until the State office has received notice from the Director 
of the North Central Division that the treasurer's bond has been 
approved. 

Horm, ACP-21 ~ Monthly as 2 me Expenses for Personal Services and 

iaeyigee am 


1. . Purpose.--This form shall be used by persons employed by the associa- 
tion in making claim for pay in connection with services performed 
for the association and expenses for travel incurred in the perform- 
ance of such services. Such form shall be used as the basis for 
all items appearing on ane ° and ACP-10 with the exception of mis- 
cellaneous items. -- 


Be Each person who has perfornod services for the county association 


during the month must prepare, sign, and file Form ACP-2l with the 
secretary of the association on the last day of the month or prior 
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to the fifth day of the following month. This form must show the 


days and fractional days on which the person worked, the rate per 


day, and the number of miles traveled each day if payment is made 
for travel. The nature of the work performed together with the 


approximate number of units completed must be shown in the column 


headed "Nature of Work Performed"; for example, "measurement on 
two farms, 640 acres". It will not be uecessary to forward ACP-<l 
to the State office except when a special request is made for such 
form. If corrections or erasures are made on this form, they must 
be made by the person who signed the form and his initials must be 
entered opposite such corrections. 


Ce Forms ACP-9 and ACP-10 - Statement of Administrative Expense. 


1 


| Purpose.--This form shall be used to itemize all expenses incurred 


during a month in connection with the administration of the agri- 
cultural conservation program in the county or counties covered by 
the association. An item for expense will not be allowed unless a 
Claim for.such expense is Listed on ACP-9 or ACP-10. ACP-10 is to 
be used when there is not.a sufficient amount of space on ACP-9 to 
show the names of all persons making claim for compensation and 
travel. In such cases, as many sheets of ACP-10 shall be used as 
are necessary to list all claims for compensation and services. 


‘ACP-9 will always be the top sheet. 


Preparation of form. 


a Number of copies.~-Prepare ACP-9 and ACP-10 in quadruplicate 


(original and three copies of each form). Retain one copy and 
forward the original and two copies to the State office. 


We Entries in Column (1).--Enter in column (1) the names of employee: 
- of the association who have filed ACP-21 with the secretary of 
the association. The names of claimants (employees) shall be 
separated by titles; that is, all county committeemen shall be 
listed together in alphabetical order, all community committee- 

men shall be listed in alphabetical order, all farm reporters 
shall be listed together in alphabetical order, and all other 
employees snall be listed by title in alphabetical order. Do 
not enter the name of any officer, committeeman, or employee of 
the association who has not filed ACP-21 prior to the fifth day 
of the month. If any such officer or employee does not file 
AGP-cl prior to the fifth day of the month, his claim for pay- 
ment shall be entered on the next month's statement of expenses 
provided ACP-21 has been filed by the time such statement is 
prepared. 


C. Entries in Column (2). --Enter in column (2) the title of the 
emp Loyee whose name appears on the same.line in column (1). 
The title to be entered in column (2) mu st correspond exactly 


with the title indicated on ACP-19 (Budget). 
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Entries in Column (3).--Enter in column (3) opposite the name 

or each employee the dates upon which services were performed. 
If a person worked on several consecutive days, inclusive dates 
may be shown. For example, if John Doe. worced on Marchid, 2. 

3, 4, 5, and 6, the dates may be shown as "1-6", If claim is 
made for a fraction,of a day, -the fractional pant of a day small 
be shown in parenthesis after the date on which the services 
were performed. For example, if claim is made for 1/4 day on 


March 10, claim for such fractional day shall be expressed as 


follows: "10(1/4)". Claims for fractional days shall be ex- 


‘pressed as half-days or quarter-days. No fractional days less 


than one-quarter will be allowed. If a claim is submitted for 
work performed on a holiday or Sunday the Secretary or the 
President of the association shall indicate on ACP-9 or ACP-10 
or on an attached memorandum, "work was necessary and was 
actually performed on Sundays and holidays as indicated". 


Entries in Column (4).--Enter in column (4) opposite the name 
of each employee the total number of days for which such em- 
ployee is claiming compensation. The entry in column (4) must 
equal the sum of the individual entries shown in column (B)4 


of each employee the rate of compensation per day for such em- 
ployee. The rate per day must not exceed the amount shown in 
the approved budget (ACP-~19). 


by multiplying the entry in column (4) by the entry in column (5). 


Entries in Column (7).--Enter in the heading of column (7) im- 
mediately below the words "auto miles" the rate per mile which 

is allowed for travel. Under no circumstances must this rate 
exceed the amount set forth in the association budget (ACP-19). 
Enter opposite the name of each employee in column (1) the number 
of miles traveled during the month for which payment is to be 
made. No entry shall be made in column (7) unless the employee 
has been authorized to incur expenses for travel. 


Entries in Column (8).--Enter in column (8) the result obtained 
by multiplying the entry in column (7) by the rate per mile 


shown in the heading for column (7). 


Entries in Column (9).--Enter in column (9) the sum of the 
entries in columns (6) and (8). 


When all entries have been made on ACP-10, add the amounts 


shown on each sheet of ACP-10 and carry the total for all sheets 


to the top of ACP-9 opposite the words "Brought Forward. " 


Miscellaneous ~ Enter on ACP-9 under that part of the form en- 
titled "Miscellaneous" all expenses other than compensation for 
services and for travel. 


(2) 
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Miscellaneous claims - Claims for commercial services, 


“supplies, and equipment shall be entered in the name of 


the person or firm who will receive payment from the 
treasurer of the association. Such claims shall show the 
nature of the services, kind of material, and qventity, 
TNE wprice pen Unity andathe total cost. Claims for equlp- 
ment must show whether the claim is for purchase or for 
rental of the equipment, In all cases where equipment has 
been rented, there must be shown the inclusive dates for 
which the rental is claimed. 


Receipts in Support of Miscellaneous Claims. Original re-~ 
ceipts are required in support of all expenses in excess 

of $1.00, which have been paid by personal funds by the 
treasurer, authorized officer, employee, or member of the 
association. Such receipts must be attached to the original 
of ACP-9 and must be signed by the person or fim to whom 
payment was made and must show the date the purchase was 
made, the number of units purchased, the cost per unit, 

the total cost, and the name of the person who paid the 
claim. 


Bills and invoices in support of Miscellaneous. Commercial 
bills or invoices are required in support of all claims in 
excess of $1.00 for purchase of supplies or equipment or 
for commercial services. Such bills or invoices must be 
itemized as to the number of units purchased, the cost per 
unit, and the total cost. ..In cases where bills or invoices 
are not itemized, the articles purchased or services render- 
ed must be itemized on ACP-9. Bills or invoices should be 
presented for payment upon printed bill heads of the person 
or firm furnishing the equipment, supplies, or services and 
must be dated. In cases where a bill or ‘invoice is fur- 
nisned waich 16 not om s printed. bidl head, such, bili op 
service must bear the signatures and title of an authorized 
representative of the person or firm from whom the purchase 
was made. Claims in payment for notices and other state- 
ments in newspapers must be supported by a copy of such 
notices. 


Special Items. 


(a) Bank charges for checking accounts and interest on 
loans should appear in the name of the bank. In such 
cases a bank debit slip must be attached. 


(b) Postage - All claims for expenditures for postage must 
have been entered in the name of 


(a-1) the person who made the purchase from the Post 
Office. (Such claim must be supported by a re- 
ceipt from the Postmaster or other representative 
of the Post Office), or 


(a~2) 
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the organization from which the postage was pur- 


;Chased, if the bill for stamps has not been paid. 


(Such claims mst be supported by an itemized 


invoice), or 


(a-3) 


the officer or employee of the association in 

cases where such person personally paid for 

postage bought from some organization other than 

the Post Office. (Such claims mst be suvported 

by an itemized receipt signed by a representative « 
of such organization). 


Telephone and Telegraph. * 


(a-1) 


(a~2) 


(a-3) 


(a4) 


Claims for telephone service and toll calls 
charged to the telephone of the association 
must be entered in the name of the telephone 
company and itemized invoices must be attached. 


Where claims for telephone services or toll 
charges were not charged to the telephone of the 
association, such claims must be entered in the 
name of the organization or person billed by the 
telephone company and must be supported by an 


itemized list of charges from the telephone com- 


pany, setting forth service charges and toll 
calls to be paid by the association. Where the 
telephone company does not furnish a duplicate 
copy of the original invoice, a true Copy an 
duplicate must have been prepared and certified 
by an official of ‘the Organization which was 
billed by the telephone cOmpany, and by an 
official of the association. One copy must be 
attached to ACP-~9. 


If telephone calls were made from pay stations, 


the claim for such calls must be entered on the ® 


statement in the name of the individual making 
the calls. If the total amount was over $1.00 


and no receipt could be obtained, a memorandum * 


supporting this entry should be prepared showing 
the date, whom called, subject, and amount. ‘The 
memorandum must be signed by the individual mak- 
ing the calls and approved by an officer of the 
association. 


Charges for telegraphic service nvet: Pied: 
cases, be supported by copies of the messages 
which must show the date of sending and must per- 
tain to the business of the association, (le tre 
cost of a telegram exceeds $1.00, in addition to 
& copy of the telegram, there must be submitted 
the copy of the receipt. <A copy of the telegram 
bearing a receipt thereon is acceptable. 


emt a 


(d). Rental of Hquipment.--Where equipment, or office, or 
storage space is rented, all claims for the rental 
thereof must show the inclusive dates for waich such 
rental is claimed. The first day of the inclusive 
dates must not be subsequent to the last day of the 
month covered by the current voucher; in other words, 
no expenses will be allowed for rental claimed in 
advance. 


— 
coupon books. 


(e) Coupon Books.--No claim shall be submitted for 

Where supplies or equipment have been purchased, or equip- 
ment rented from an officer or employee of the association, 
the claim must be supported by a certification of the 
president or secretary of the association, indicating that 
the supplies or equipment were necessary and that the equip- 
ment rented or purchased, or supplies purchased, were not 
otherwise available, and that such equipment or supplies 
were personally owned by such employee or officer. 


Prepare ACP-9 and ACP-10 covering supplemental claims and re- 
claims as follows: 


(1) 


If an item of expense was previously submitted on ACP-9 or 
ACP-10 and was disallowed in whole or in part, it may be 
reclaimed on a subsequent ACP-9 or ACP-~10, unless the State 
otficethias indicated. on ACP=47 that. such item is not re= 
claimable. An adequate explanation must accompany the re- 
claim to show when it was first claimed, and the reason 

why the reclaim was made. <A copy of the related ACP-37 must 
accompany the reclaim. For example, if John A. Doe worked 
seven days in May at $4.00 per day and if the entry in 
column (3) of ACP-10 for May showed the seven days upon 
which Mr. Doe performed service, but the entry in column (4) 
of ACP-10 showed only 5 days and the payment received was 
$20.00, a reclaim may be made as follows: 


(a) Enter in column (1), "John A. Doe". 

(bo) Enter in column (2), "County committeeman". 

(c) Enter in column (3), Van explanation in the following 
style: "Seven days claimed on May ACP-10 but pay was 
received forsonly five days". 

(a wiintertin column’ (4); “the figure® "2", 

(e) Enter in column (5), $4.00. 

Cf) Meuntered a column di6).4 8 s007 


(z) Bnter in column (9); $8.00. 


bee lalb 


The ACP-10 upon which such reclaim is showm shall bear the 
"Statement No." of the current voucher with which it is 
submitted followed by the word "Reclaim", and in the place 
provided after the words "For month of", there shall be 
entered the name of the month during which the expense vas 
incurred. In the example case, the entry would be "May", 
The total for the current month shown in column (9) of the 
top sheet of ACP-9 shall include the total of all reclaims 
and supplemental claims. 


(2) If an item of expense was not previously claimed on ACP-9 
or ACP-10, such expense shall be treated as a supplemental 
claim. For example, if John A. Doe worked seven days in 
May, but the ACP-10 for May showed only five days in 
columns (3) and (4) and payment was received for only five 
days or if an item of expense was inadvertently omitted, 
such claims shall be submitted on supplemental Forms ACP-9 
and ACP-10. In each case care must be exercised that the 
days or items included in the supplement have not previoug- 
ly been claimed on ACP-9 or ACP-10. A complete explanation 
Shall be inserted on the ACP-9 or ACP-10 indicating the 
nature of the supplemental claim. Sheets of ACP-9 and 
ACP-10 on which supplemental claims are listed shall be 
numbered and prepared in the same manner as that indicated 
in the preceding paragraph except that the "Statement No." 
shall be followed by the word "Supplemental" instead of 
the word "Reclaim". 


ne Add all entries in column (9) and insert the total at the 
bottom of the sheet opposite the word "total". 


O. Review all entries and computations on ACP-9 and ACP-10 to in- 
sure accuracy. Fill in the heading of ACP-9 and ACP-10 as follows 


(1) Enter opposite the words "Statement No." "B41" for the 
month of March, "B-~2" for the month of April, “B-3" for the 
month of May, etc. If a reclaim for expenses incurred dur- 
ing March is attached to the May Statement of Expense and 
if a supplemental claim is made in May for expenses incur- 
red during April, separate sheets of ACP-9 or ACP-10 shall 
be prepared for such reclaim or supplemental expenses. 
These separate sheets shall be numbered "B-3 Reclain" and 
"B-3 Supp.", respectively. 


(2) Enter a sheet number on each sheet of ACP-~9 and ACP-10 
opposite the words "Sheet No.". The bottom sheet of ACP-10 
shall be numbered 1 and the sheets shall be numbered con- 
secutively towards the top. ACP-9 shall be placed on top 
of all sheets of ACP-10 and shall have the highest sheet 
number. For example, if there are four sheets of ACP-10 
and one sheet of ACP-9, the sheets of ACP-10 shall be 
numbered dy 4240-6. 5 a. respectively, and the sheet of ACP-9 
shall be numbered 5. If there are sheets of ACP-9 or ACP-10 
covering supplemental claims or reclaims such sheets shall 


be. placed immediately below ACP-9 and shall be mumbered the 
same as if they were part of the current expense statement. 


(3) Enter opposite the words "Total Sheets" the total number of 
sheets of ACP-9 and ACP-10. Sheets of ACGP-9 or ACP-10 cover- 
ing reclaims or supplemental claims shall be counted as part 
of the current voucher. 


(4) Enter opposite the words "Code No." the State and county 
code. 


(5) Enter above the words "Agricultural Conservation Associa- 
tion or Committee or Producers! the name of the county 
agricultural conservation association. 


(6) Enter over the word "County" the name of the county in 
_ which the association is located. 


(7) Enter over the word "State" the name of the State in which 
the association is located. 


(8) Enter opposite the words "For month of" the name of the 
month for which expenses are claimed. If ACP-9 or ACP-10 
covers a reclaim or a supplemental claim, the month during 
which the expense was incurred shall be entered. For ex- 
ample, if John Doe worked 10 days during March but only 
received compensation for 8 days on the March expense 
statement, a supplemental claim for two days should accom- 
pany the April expense statement and the entry opposite 
the words 'For month of" would be "March". In all cases 
where a reclaim or a supplemental claim is submitted with 
the expense statement for the current month, there shall be 
entered on the top sheet of ACP-9 in the space provided 
after the words "For month of", the names of all months 7or 
which expenses are claimed; for example, "May and April 
Supplemental." 


(9) Enter after the word "Date" the date on which the form is 
prepared. 


After all entries on ACP-9 and ACP-10 have been verified, the 
Secretary or Acting Secretary and President or Vice-President 

Se the aecociation snail sign at the bottom of ACP-9 (all copies) 
in the spaces provided for their signature. If there has been 

a change in the office of President, Vice-President or Secretary 
of the Association since the submission of ACP-9 and ACP-10 for 
the previous period, the State office shall be notified of such 
change in order that there may be no question concerning the 
certification of ACP-9. Such notification shall be in the form 
of a statement signed by two members of the county committee. 

If ACP-9 is signed by the acting secretary there must be attached 
a statement by at least two members of the county committee indi- 
eating that such person is authorized to sign as acting secretary 


Bh Bans. 

De ACP-11 and ACP-1e ~ Receipt Schedule and Individual Receipt. 
1. Purpose - ACP=11 and ACP-12 shall he used to obtain a receipt from 
all payees who receive payment fdr services, travel, supplies, or 


equipment from the association. 


«. Preparation of ACP-11 and ACP-12. 


a. Number of copies -~ Prepare both ACP-1l and ACP-12 in quadrupli- 
cate (original and three copies). Retain one copy and forward a 
the original and two copies to the State Office. Prepare 
separate sheets of ACP-11 for cases covering supplemental claims 
and reclaims. © 


D, \ Fil) te the top part, of ACP-11 as follows: 


(1) Enter after the words "Receipt No." the statement number 
appearing on ACP-9 and ACP-10 which lists the items for 
which receipts are to be obtained. 


(2) Enter after the words "Code No.", the State and county code. 


(3) After the names of the payeés have been typed on ACP-11, 
number the sheets thereof consecutively beginning with 
number 1. Enter the mamber of each sheet after the words 
"Sheet No.", 


(4) Enter after the words "Total Sheets", the number of sheets 
of ACP-11, prepared for the month. 


* (5) Enter above the words "Agricultural Conservation Association 
or Committee of Producers", -the name of the county association 


(6) Enter over the word "County" the name of the county in which 

the 
(7) Bnter over the word "State", the name of the State in which ra 
the association is~located. ~~ >, 


(8) Enter after the word "Date", the date on which ACP-11 is 7 
prepared. 


(9) Enter in the blank space after the words "from" and "to" 
respectively, the first and last day of the period covered 
by ACP-11l, Such period shall be (he same as thav- covered 
by ACP-9 and ACP-10, woon which the items were claimed. 


ce Fill in the blank spaces of ACP-le as follows: 


(1) After the words "received of" enter the name of the 
' treasurer of the association, 


(2) After the words "treasurer of the! enter the name of the 
association. 
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(3) Bnter over the word "County" the name of the county in 
“ which the association is located. 


(4) Enter over the word "State" the name of the State in which 
the aseociation rs "located: 


(5) Enter after the words "the sum of" the amount of the claim 
due the payee as snown on the approved ACP-9 or ACP-10. 
' For example, “eight and 23/100". ~ 


(6) - Enter after the words "during the month of" the name or 
- the month showm on ACP-9 and ACP-10, upon which the claim 
was listed. - 


(7) Enter over the word "amount" the amount of payment due the 
Payee. sar 


(8) Enter under the word "date" the date ACP-12 was prepared. 


(9) The payee will sign in the blank space over the words 
"Payment received by" and if he is acting ina representa- 
tive capacity he will enter his title over the words LaLa val Re 
or identification. " 


Names and Amounts - Starting with sheet number 1 of ACP-10, enter 
on ACP-11 in the same order as the names appear on ACP-10, the 
name of each person for whom a claim has been made for admin- 
istrative expenses, and enter in the second column of ACP-11 the 
approved amount of expenses for such person as shown on copies 
of ACP-9 or ACP-10 returned by the State Office. Continue 
through all sheets of ACP-10 and ACP-9 until all names and amount) 
have been listed on ACP-11. Where an asterisk (*) appears op- 
Hosiiteransanount in.colunn, 2 of ACP-9 or AGP-10, enter on ACP-11 
the amount shown on ACP-9 or ACP-10, as submitted. However, if 
an entry has been corrected in red ink, use the corrected entry. 


Disbursement of Funds - When a United States treasury cneck is 
received by the Treasurer of the association, he should im- 
mediately deposit the check in the bank and draw individual 
checks to the payees listed on the Receipt Schedule (ACPA 11). 
If there are a large number of checks to be written an arrange- 
ment shall be worked out by the treasurer and secretary whereby 
all checks will be written and ready for the treasurer's signa- 
ture prior to the receipt of the treasury check. ‘hen the 
treasury check has been deposited, checks due all payees, (ex- 
cept payees who died or are absent from the county) shall be 
distributed immediately and all receipts secured therefor. 


Signatures. 


(1) Checks delivered in person. When a check is delivered to 
a payee, obtain his signature in the right-hand column of 
the original and first copy of ACP-11. Care shall be ex- 
ercised to make certain that the payee signs ACP-11 in the 


ae) 


(3) 


a ee 


same style as his.name appears in-the first column of 
ACP-11 and in the*same style as his name appears on ACP-9 
or ACP-10. For example, if the name on ACP-10 is "Agnes 
Doe" sign’ ACP-11 oe Doe" and. not "A. Doe", "rs. James 
Doe" or "RRDiDoe. 


Check cs sent through the mail. 


(a) In all cases where a check is mailed to a payee, the 


original and one copy of ACP-le should accompany the > 
check. ‘The payee should be requested to sign both 

copies of ACP-~1l2 and to return them to the treasurer + 
as soon as possible., . 


(b) If the copies of ACP~12 are properly signed and re- 
turned, a notation shall be entered on ACP-1li in the 
following form: "See ACP-le attached". 


(c) If the payee does not return an ACP-12 properly signed, 
the canceled check may be used in lieu thereof. In 
such cases the canceled check shall be securely fasten- 
ed to the original ACP-11 and a notation shall be in- 
serted in the right-hand column of AOP-11 in the fol- 
lowing form: "Canceled check No. attached." in 
such cases a typewritten copy of the canceled check 
should be retained in the county files. Such duplicate 
check shall not be signed but the name of the treas- 
urer shall be typed in the space provided for his 
re ee 


Check PERU EIR ade to a witless DEON ve of payee. 


(a) In many cases a person other than the payee is avthor- 
ized to receive payments on behalf of a payee and to 
sign receipts therefor. In such cases there must be 
evidence authorizing the representative of the paye 


to receive such checks. In the case of an agent there e 
mist be a power of attorney, authorizing the agent to e, 
receive the check. The agent shall sign ACP-11 as 


follows: "Thomas A. Brown ¢ 
"By; Peter Johnson" 
The following is a sample copy ofvs power of attorney 


which may be used to authorize a person to receive a 
check on behalf ‘of the payee: 


POWER OF ATTORNEY 


(Date) 
I hereby authorize (Mr. John Doe) to receive a check for 


$ (Amount) _, drawn payable to me by the treasurer of the 


(Brown) County Agricultural Conservation Association 
for services performed during (iwonth) and to sign a receipt 


therefor in my behalf. 


(Signed) (John Roe) 


(b) If the payee diced or has been declared incompetent 
and someone has been authorized to receive payments 
in his behalf, a certified copy of the court order 
shall be attached to the original ACP-1l. The short 
certificate Form AAA-327 may be used for this purpose. 
The representative authorized by the court shall sign 
the ACP-11 in the following style: 


"Alice Doe Estate, 
Byt) dohnipoe, Executor" 


(c) Corporations or Firms. - ho authorization is necessary 

. in cases where a cneck is delivered to an officer or 
employee of a corporation or firm. In such cases the 
recipient of the check shall sign the ACP-11 in the 
name of the corporation or firm followed by his own 
name and title. For example: 


"John Jones Publishing Company, 


By: James Smith, Treasurer." 

(d) In all cases where a power of attorney or court order 
is necessary, it is suggested that an additional copy 
of the power of attorney or court order be optained 
and that such copy be retained in the county OTe es 
The original of such forms shall be forwarded. with the 
original ACP-1l1l. 


Qe 


S 


(1) 


Rg hae 
Signatures by mark - All signatures by nance Nsom 
ACP-1l or ACP-12 must be witnessed by two persons. 


Check cannot be delivered - In some cases it may be 
impossible to disburse funds in connection with claims 
appearing on ACP-9 and ACP-10. For example, if the 
payee has left the county and has not given anyone a 
power of attorney to receive his check and give a re- 
ceipt therefor, or if the payee died or was declared 
incompetent and no representative has been appointed to 
administer his estate, or some other event has happened 
which makes it impossible to deliver the check to the 
payee, an explanation shail be Piven Citier) on ACP-1i1 
or on a memorandum attached to ACP-11, indicating the 
reason why the check cannot be delivered to the payee. 
Delete the name of such payee and the anount appearing 
opposite his mame on ACP-1l by drawing a line through 
such entries in such a manner that the name and amount 
are legible. ‘ 


deliver a check to a payee during a previous month and 
if such check was delivered during the current month 
and a receipt obtained therefor, the name of such payee 
shall not be entered on ACP-11 for the current month. 
In such gases an ACP-1l shall be prepared aml marked 
"B-1-Supp.", or "B-2-Supp.", etc., as the case may be. 
The entry in the space following the words "the period 
from! shall be the name of the month shown on AOP-9 or 
ACP-10 upon which the claim was approved for payment. 


Q G 


Totals. 


Where signatures have been obtained for all payees 

Listed on ACP-9 and ACGP-10 for a single month the total 
shail be obtained for all amounts appearing in the second 
column of ACP-11, such total to be entered,on the last 
line of the last sheet of ACP-11. ‘he ACP-11 shail be 
attached to the voucher (ACP-8) and the Experise State- 
ments (ACP-9 and ACP-10) for the current month when 

such forms are forwarded to the State office. 


In cases where signatures have been obtained Tor most 
of the payees listed on AC@P-11 and where it is possible 
to obtain the signatures of the remaining payees within 
sixty days after approval of ACP-9 and ACP-10, the 
ACP-11 shall not be forwarded to the State office until 
all such signatures have been obtained. 


In cases where all signatures have been obtained, except 
those which cannot be obtained within a sixty day period, 
a total shall be. obtained. for all amounts shown on 
ACP-11 for which receipts have been obtained. The re- 
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onto “. - Maining entries on ACP-11 will be deleted and a memor- 
Se dee gee ae OE of explonation covering such deleted items, in- 
dicating the reason why receipts could not be obtained 
from the payees shall accompany ACP-11 to the. State 
office. 


(4) When signatures of payees have been obtained on sup- 

plemental forms ACP-11, a separate total suall De oD 
tained for each supplemental ACP-11. For exampic, it 

during the month of June signatures were obtained Lor 
Obligations incurred in March, April, and May, a 
separate supplemental ACP-11 shall be prepared for each 
month. Such supplemental Forms ACP-11l shall be for- 
warded to the State office with the current voucher. 


“bh. Verificatioris.- When all signatures have been obtained on 
‘ ACP-11 every entry shall be very carefully examined to ascer- 
tain that it meets with the requirements hereinbefore set 
forth. We suggest that every precaution be take: to avoid 
suspensions in the State office since such suspensions re- 
quire many changes both in the voucher (ACP-8) and in the 
Receipt Schedule (ACP-11). 7 


i. The Certification.- The signature of the treasurer shall be 

entered on.the original and first copy of ACP-1Il in the space 
provided therefor. The treasurer's name shall be typed on 
the remaining copies. It is very important tnat this 2ene= 
ture be identical with the name of the treasurer as it ap- 
pears on the treasurer's bond. If more than one sheet of 
ACP-1l1 is required the treasurer shall sign the original and 
first copy of each sheet. 


ACP-8 and ACP-8a - Public Voucher for Payments to Agricultural Conserva- 
tion Associations or Committees of Producers. 


1. Purpose 


a. This form is the voucher form used t9 certify payments for ad- 
ministrative expeuses. Payments arc certified in favor of the 
treasurer of an association for distribution to the persons who 
are entitled to receive such payments. 


pe Preparation of Bors 


a. Number of copies -- Prepare ACP-8 in quintuphicate (original on 
ACP-8 and four copies on ACP-8a). Retain one copy of AUp-Sa in 
the county office and forward the original (ACP-8) a 1a three 
copies (ACP-8a) to the State Office. 

bp. Fill in the top part of ACP-8 as follows:- 

(1) Make no entry after the letters "D. 0. Vou. No." 


(2) Enter after the word "No.", in the upper right-hand corner 
of the form, the statement number appearing on ACP-9 and 
ACP-10, such number to be followed by the name of the month, 


=) eS 


and enter immediately below such number the State and county 
code. For-example,"(B-2, April)", N(B-3, May)", ete. 
(33-062 awe (55-05 eaes) 


(3) Enter opposite the letters "U. S." and over the words "De- 
partment, Bureau, oF Establishment", the words "Agriculture, 
AAA, North Central Division. " 


(4) Make no entry after the word "Appropriation." 


(5) Enter after the words "The United States Dr. To", the teme 
of the treasurer: of the association, followed by the ab- 
breviation "Treas.", the name of the county or counties in- 


cluded in the association, and the abbreviation "Co. LG 


For example, "John A. Doe,. Treas., Adams C©o., LCA" Wee 
name of the treasurer must agree exactly with his name as it 
appears on the treasurer's bond. 
(6) Enter opposite the word "address", the address of the associa- 
tion. The address shall include the post office box number, 
or the number of thé building, or any other designation which 
will assist in locating the association office. 
Change the language of line 6 to read as follows: HAmount of 
expenses for period (as per ACP-9 attached)". 
For the purpose of explaining the procedure for making the 
entries on lines J): through 7, of ACP-38; the following: example 
Will be used: - 
) 
an 


Date Submitted 


(L-3 mims L-4) 


aD hue 


ie ee es? BY | SaaS 


Month Covered Seo ey ee Maron April May June Jul August 
1. Balance. to be accounted for 
(a) Unexpended balance,  $ LS O $¢.20.00 $ 73.00 $ 18,00 $ 400.00 
previous voucher 
roeaO18 
(») Checks Received QO 500.00* 600.00* 0 690,00* 600.00* 
fc) Collections 0 © SEOGR LOLOe. uct uee ee ee 
Total inp: ae 500.00 623.00 83100 TeOO.00 2000.00 
2. Expenditures this period (as QO 480 ..00.. 550.00, 68,00. 700.00, CCU. ay 
per ACP-11 and ACP-12 attached) 
3. Amount.of payments unexpenied e008, ae 18.00 s0ceee 0 
(L-1 mimus 1-2) _ / 
4, Amount of unpaid obligations O 20.00 65.00 400:00 400.00 0 
; * x * kK 
5. Amount of unobligated balance 0 O 8.00 ~382.00 O O 


6. dedant of expenses. for period 500.00 600.00 400.00 700.00 600.00 700.00 
(as per ACP-9 attached) 


Lle6 minus L- ol) 


ae 


Amount of payment required — _ 900.00 600 . 00 o7c.00L082.00 600,00 700,00 


No, of check and name of AGE officer must also be shown. 


** $8.00 -- $3.00 collection 
5.00 overclaiz 

*** $382.00 -- Check for May in the amount of $392.00 not received and $10.00 
collection results in a minus unobligated balance of $382.00. 


Fill in the blank spaces in lines 1, .through 7, as follows: 


(1) 


Enter on line l(a) the same entry which appears in line 3 
of the ACP-8 covering the previous month; for exemple, 

the entry on line l(a) for the March voucher will be zero. 
The entry for the April voucher will be zero. The entry 
for the May voucher will be $20.00, which entry is the same 
as the entry appearing on line 3 of the April voucher. 


Enter on line. 1(b) the number and the amount of the check 
received by the treasurer of the association for expenses 
approved on the voucher for the previous month. The name 


Shee. 


of the disbursing officer who drew the check for adminis- 
trative expenses shall also be shown on line LCE ya ee 
example, -the entry on line 1(b) of the March voucher will 
be zero: the entry on the April voucher will be $500.00; 
the entry on the May voucher will be $600.00; the entry 

on the June voucher will be 0; the entries on the July 
vouther will be $392.00 and $690.00, and the entry on the 
August voucher will be $600.00. It will be noted that the 
entry on line 1(b) for the June voucher is Zero, Tate as 
due to the fact that the check covering administrative ex- 
penses for the month of May had not yet been received by 
the treasurer at the time the June voucher was prepared. 
The entries on line 1(b) for the July voucher show that the 
checks for May and June expenses were both received during 
the previous month therefore, a separate entry is shown on 
line 1(b) for each check. The emount of the check should 
agree with the amount shown on line 9 of the copy of ACP-8 
which was returned by the State office, covering expenses 
for the previous month. If the disbursing office sends a 
check which is in an amount other than that appearing on 
line 9 of ACP-8, return the check to the disbursing office 
with a request that a check be issued in the correct amount. 
When the check is returned to the disbursing office, en- 
close a copy of ACP-8 so as to assist the disbursing office 
in locating and correcting the error. “The disbursine O22 ice 
will cancel the erroneous check immediately upon receipt 
thereof and will issue and mail to the treasurer of the 
association a corrected check. 


Enter on line l(c) the amount of collections made by the 
treasurer of the association since the date that the last 
voucher was submitted to the State office. Such collections 
may arise from overpayments to persons named on ACP-9 anda 
ACP-10, or fron the sale or disposal of equipment or oie 
property of the association which is no longer necessary 

for the proper conduct of the business, of the association. 

In all cases where an amount is shown on line l(c), there 

must be a memorandum over the signature of the president or ¢ 
secretary of the association (a copy of which must be 
attached to each copy of ACP-8 and ACP-8a), explaining each 
collection in detail, giving the following information: i 


7é¢ 


(a) The name of the payee. 


(b) ‘The sheet manber, line number, and statement number 
of ACP-9 or ACP-10 on which the claim was listed, if 
such information is available. 


(c) The amount paid to.him in error and the amount of the 
eollection. 


(d) The reason why the collection was made. For example, 
the June voucher shows a collection of $10.00. A 
memorandum similar to the following shall be prepared: 


ca 


Re: Explanation of Collection and Entry for 
Unobligated Balances. 


(a) Payee, John J. Doe. 
(b) Sheet 5, line 3, ACP-10, Statement No. B-2 April. 
(c) $10.00 excess paynent made and $10.00 collected. 
(ad) Error was discovered on ACP-21 showing that John 
J. Doe did not perform services on April 7 and 8 as 
shown on ACP-10 for April 1937. ‘The amount of the 


collection also appears on line 5 as part of the 
unobligated balance. 


Signed 
James A. Murphy, President. 


SS SE A a es ed ea EE ee eee ea a, 


a a ee ee eT 


(5) 


Enter in the space following the "$" on line 1( 


ce), the 
Lotaleofthe-entries onmiinest tay oltb) rand 


is 

Enter on line 2 the amount for which receipts are being 
submitted to the State office with the current voucher. 
This amount will be the total appearing on ACP-11, for 
which acceptable receipts have been obtained. If supple- 
mental Forms ACP-11'are submitted with the ACP-1l for the 
previous month, enter on line 2 of ACP-8 the total of the 
acceptable receipts on all supplemental Forms ACP-11, and 
the total of the acceptable receipts on ACP-1l1 for the 
previous month. When an overclaim on ACP-9 or ACP-10 igs 
discovered, before payment has been made to the payee and 
before a receipt for the amount of the original claim has 
‘been signed by the payee, the amount of the receipts for 
the month will be less than the amount approved on ACP-9 
and ACP-10. The balance which is unexpended because of the 
overciaim will be included on line 3 as an unexpended 
balance and on line 5 as an unobligated balance. If there 
is an overclaim and a collection for a single month, an 
explanation of the entries on line 2 and lire 5 shall be 
given in the following form: 


Re; Explanation of Collection, Overclaim and 
Unobligated Balance on May Voucher. 


Line 1(c) - Collection 
(a) Payee, Mary A. Jones. 


(b) Sheet 4, line 7, ACP-10, Statement No. B-1, March. 


. Claim for $5.00 for two quires of stencils canceled 


sO SS 


ae OO excess payment made and $3.00 seo nieotee: 


taney a tones did not work on March 4 as reported 


on ACP-10.° 
Overclaim 
Payee, Ben Davis Supply Co. 
Sheet 5, line le, ACP-9, Statement No. B-<, April. 
when stencils proved unsatisfactory and were returned ~~, 
before payment was made. ri 


Unobligated Balance 


(1) Gollection = Error on ACP-10 $3.00 


(2) Overclaim - Merchandise Returned 5.00 


(d) 


Unobligated Balance $8.00 


If receipts were obtained for the full amount ap- 
proved on the previous voucher, the total amount of 


such receipts shall be entered on line d. 


If receipts have not been obtained for the total 
amount which was approved on the previous voucher, 

but if it is possible to secure the remaining re- 
ceipts within the 60-day period, next following the 
date of approval’ of the previous voucher, the amount 
of such recéipts shall: not be entered on line 2 and 
the receipts for the funds disbursed shall not be for- 
warded to the State office with the current vouchers, 
but shall be retained in the county office until the 
remaining receipts have been obtained. In such a case 
a zero shall be entered on line 2 of ACP-8. The 
ACP-11 shall be forwarded to the State office with 

a succeeding voucher. 


9) 
fh 
If receipts have not been obtained for the full amount 
approved on the previous voucher, and if it will not 

be possible to secure all of the receipts within the 
60-day period, next following the date of approval of 
the previous voucher, the total amount for which re- 
ceipts have been obtained shall be entered on line 2. 

Or course, Win this type of case it will be necessary 

to give an adequate explanation indicating the reason 
why the remaining receipts could not be obtained. In 


the example previously shown, of the $500.00 received 
for March expenses, $480.00 was disbursed and accept- 


(7%) 


H 
ue man 


able receipts obtained therefor. The entry of $480.00 
is shown on line 2, leaving an unexpended balance of 
$20.00, with $20.00 of obligations remaining unpaid. 
During the next month receipts were not obtained for 
the $20.00, but receipts were obtained for $550.00 

of the $600.00 of April expenses, so that the entry 

on line 2 shows $550.00. The entry on line 2 for the 
June voucher shows $65.00, which is composed of $20.00 
for the March expenses, $45.00 ($50.00 minus $5.00 
overclaim) for the April expenses. Receipts for these 
amounts are shown on supplemental Forms ACP-11 attached 
to the June voucher. The entry on line 2 for the July 
voucher shows $700.00 which covers the $700.00 of ex- 
penses for June. The entry on line 2 for the August 
voucher shows. $1000.00, $400.00 of which covers expenses 
for May and $600.00 of which covers expenses for July. 


The entry. on line 3 shall be obtained by subtracting from 


the total: on line*1, the entry.on line ¢2. 


Enter on line 4, the amount of all obligations which are 
listed on approved forms ACP-9 and ACP-10 for all months 
previous to the month covered by the current voucher, for 
which acceptable receipts have not been submitted to the 
State office or which are not attached to the current voucher 
and which are still due at the time the current voucher is 
submitted. The amount of unpaid obligations shall not 
include the expenses for any person previously submitted and 
disallowed, nor shall there be included any amounts which 
have been allowed but which have been found to be overciaims. 
If the treasurer has disbursed all of the funds received in 
connection with the voucher for the previous month, but has 
not received receipts for all of such amounts, and if the 
receipts covering the expenditures for the previous month are 
being withheld in the county office and have not been sub- 


mitted with the current voucher, the total of all expenditures 


made during the previous month will be shown as unpaid obliga- 
tions on line 4, notwithstanding, that all or part of the 
funds have already been.disbursed and receipts have been ob- 


“tained for the greater part of such expenditures. If re- 


ceipts have been submitted for all, except one or two payees, 
and if receipts for such payees could not be obtained within 
the 60-day period, the amount for which such receipts could 
not be obtained will be included as unpaid obligations of the 
agsociation. The amount to be shown on line 4 will be the 
total of all approved amounts. showm in column (9) of ACP-9 
and ACP-10 for all months since March 1, 1937, less the 
amounts which have been accounted for in one of the follow- 
ing ways. 


(a) By being included in the amount entered On line 2 of 
a previous ACP-8 supported by acceptable receipts and 
approved by the certifying officer. 


(8) 
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(b) . By being included in the amount entered on line 2 
of the current voucher and supported by an acceptable 
receipt. 


(c)} By being included as an overclaim as a part or all 
of -the unobligated balance entered on line 5 of this 
or a prior voucher and supported by the required 
memorandum of explanation showing the nature and 
vamount-of the overclaim.® For exampie, the entry on 
line 4 for the March voucher is zero. This is due to 
the fact that no obligations of the association have 
yet been approved. The entry on line 4 of the April & 
voucher is $20.00 which is derived by subtracting from 
the amount of obligations approved for the month of 
March ($500.00), the amount of acceptable receipts which 
were submitted to the State office ($480.00). ‘The 
entry on line 4 for the May voucher is $65.00. This 
amount is derived by subtracting from the amount of 
expenses approved since March 1, 1937 ($1100.00), the 
amount of acceptable receipts which were submitted to 
the State office ($1030.00), and by subtracting from 
the result so obtained the amount of overclaims which 
have been discovered since March 1, 1937 ($5.00). 
The entry on line 4 for the June voucher is $400.00, 
which is derived by subtracting from the total ap- 
proved expenses ($1500.00), the amount of acceptable 
receipts submitted to the State office ($1095.00), and 
by subtracting from the result so obtained the amount 
of all overclaims ($5.00). The entry for the July 
voucher is $400.00: which is derived by subtracting 
from the total approved expenses since March 1, 1937 
($2200.00). the amount for which acceptable receipts 
have been submitted to the State office ($1795.00) 
and by subtracting from.the result so obtained the 
amount of all overclaims ($5.00). The entry on line 4 
for the August voucher is zero, which is derived by 
subtracting from the total expenses ($2800.00) the 
anount for which acceptable receipts have been obtained 
($2795.00) and by subtracting from the amount so ob- “ 
tained the amount of all overclaims ($5.00). { 


Enter on line 5, the difference between the entries on line 
Sand line 4. If the entry on line 3 is larger than the 
entry on line 4, enter on line 5 the result obtained by 
subtracting from the entry on line 3, the entry on line 4. 
If .the entry on line 4 is larger than the entry on line 3, 
enter on line 5, the result obtained by subtracting from 
the entry on line 4, the entry on line 3, such difference 
to be preceded by a minus sign (-). Special care shall be 
exercised to determine that the entry on line 5 is correct 
and that if a minus sign (-) is necessary, that such minus 
sign (-) has been properly entered. An entry will appear 
on line 5 only when one or more of the following situations 
exist; 


(10) 


- 23 - 
(a) Collections have been made. 


(b) Overclaims have been discovered on ACP-9 and ACP-10 
before payment was made. 


(c) The check for a prior month has not been received. 


(d) The entry on line ¢ of ACP-8 for the previous month 
was less than the amount required to pay all approved 
obligations of the association, as shown on copies of 
ACP-9 and ACP-10 returned by the State office. 


If either of cases (a) or (b) occurs separately, the entry 
will be a positive figure, whereas if (c) or (d) occurs, 
the entry will be preceded by a minus sign. Where a com- 
bination of the situations described under (a), (b), (c), 
and (d) exist, the entry may be either a positive figure or 
a negative figure, depending upon the portion of the total 
entry attributable to each cause. In the example case there 
are entries on line 5 for the May and June vouchers. The 
$8.00 entry on line 5 of the May voucher is due to a $3.00 
collection and a $5.00 overclaim. The entry on line 5 of 
the June voucher is due to the $10.00 collection which was 
made and the failure to receive the $392.00 check for May 
expenses. The collection would make a positive $10.00. the 
failure to receive the check would make a negative $392.00, 
Withee dev result of a negative $382.00, 


Enter on line 6, the correct total of the amounts appearing 
in column (9) of ACP-9 and ACP-10 for the current month. 


Enter on line 7, the result obtained by subtracting from the 
entry on line 6, the entry on line 5. If the enter on die 
5 is preceded by a minus sign (-), the entry on line 7 will 
be equal to the sum of the entries on lines5 and 6, disre- 
garding the minus sign (~}. For example, the expenses for 
May are $400.00 and there is an unobligated balance of $8.00, 
leaving a net total of $392.00, which represents the addition- 
al.funds necessary in order to liquidate the imebtedness of 
the association for all approved expenses up to and includ- 
ing the month of May. It will be noted that when the June 
voucher was submitted to the State office, the check for May 
expenses had not yet been received in the county office, 

that a collection of $10.00 had been made, and that the un- 
paid obligations are $400.00, leaving an unobligated balance 
on the June voucher of $382.00, preceded by a mims sign (-). 
This means that the association has a deficiency of $382.00 
carried from the previous month and that the payments neces- 
sary to liquidate the obligations of the association will be 
$382.00 in addition to the June expenses. The expenses for 
June are $700.00. Therefore, the treasurer will need 
$1082.00 to liquidate the expenses of the association. 


(11) Make Morena te seeot eae ee words "approve ee 
5 ee " and over the words "State E ects “Office: 


enER fey 3 a 7 
(12). When ACP oeenauiusdaorteir tea by the president or vice 
president, and by the secretary or acting secretary, — 


they shall sign all copies of ACP-8 in the space prov 
for their signatures, 


ipesen > - (13) -Meke no entries below the double line, over the words 
| . "PAYEE MUST NOP-USE THIS SPACE." . 


ae Erasures and Corrections.-- All erasures or corrections appearing on ACP- 8, 
— ACP-9, ACGP-10, or ACP-11 must be initialed by one of the persons in the 
county office who certifies such form. ~~ 
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Supplement No. 1 to 
NCR-Misc. No. 2-37 Issued May 25, 1937. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


NOR-Misc. No. 2-37, issued April 27, 1937, is hereby amended 
as follows: 


1. Section III, subsection D, paragraph 2, subparagraph a, 
pege 10 is amended to read as follows: 


a. Number of Copies - Prepare ACP-1l in quintuplicate 
(original and four copies) and ACP-12 in duplicate 
(original and one copy). Retain one copy of both 
ACP-11 and ACP-12 and forward the original and 
three copies of ACP-11 and the original of ACP-12 
to the State office. Prepare separate sheets of 
ACP-11 for cases covering supplemental claims and 
reclaims. 


